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Schedule Number: 1973441 1 4 4  
Effective Date: September 24, 2001 
Record Series Title: Real Property Transactions 
Retention Requirement: Temporary Records. Retain twenty (20) years. 

The above retention period is consistent with the requirement of the Georgia 
Records Act (O.C.G.A. §50-18-90 et seq). 

9-zr-/ 
Date 

Recommended by: 
Management 

The SRC approves this recommended retention period for the named records 
series. 

Signed: t--+L..** (& In, 
DaGd W Carmicheal, Secbtary of State Designee ‘Date 



40 CAPITOL SQUARE SW 

A T U N T A  G I  30334 1300 

THURBERT E. BAKER 

AlTORNEY GENERAL 

Date: August 23, 2 0 0 1  

TO: Andy Taylor 
Office of Secretary of State 
Department of Archives & History 
330 Capitol Avenue, S.E. 
Atlanta, Georgia 30334 

RE: Amendment to Records Retention Schedule 73-411A. 
Approved June 7, 1983. 
Records Series Title: Real Property Transactions 

Please change the retention schedule from permanent to 20 years 
total retention. These files will be held 6 months in the 
current files area then transferred to a local holding area for 
1 year. After that time they will be sent to the State Records 
Center located at 1050 Murphy Avenue, SW, Atlanta, Georgia for 
the remaining 18 1/2 years. 

Thank you, 

- 

Deputy Attorney General 

@AL- Ray 0. Lerer 
- 

Senior Assistant Attorney General 

m c  (2.0 
Records Management Officer 
State Law Department 



* -- 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
.: 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division. 330 Capitol Avenue: Atlanta, Georgia, 30334, - 
Attention: Scheduling Section. , - 

FOR AGENCY USE 
pplication Date 

pplication Number 

- - ~. ~~ - 
. Person to Contact 

~ 

1. Agency Address 

Sta t e  Law Dept. - Div i s ion  V I  
132 J u d i c i a l  Bldg. 
40 C a p i t o l  Square 
A t l a n t a ,  GA 30334 

-~ - ~ - _ _ _ _ _ ~ ~  ~ 

Working Title 

~ 

FOR RECORDS MANAGEMENT USE 
Application Number 

73 -__ - ~4 I I -  Pr - 
Date Received Date Completed 

Telephone Number 

656-3380 ___ Div i s ion  Head S e c r e t a r y  - _ ~ _  ~~ 

~- - -~ Fran Goldin 
. Action Requested 

- __ 

t a. 
b. 

0 Establish Retention Schedule; r cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

Amend Application N o L Z S k A  ._ Check One: @-Change; 0 Supercede; 0 Void 
I c. - ~ 

. Dates of Series 
'arliest Latest 

I 19 -~ 6 4 ~ )Current - ___ 

5. Records Series Title (followed by title used in offife; if different) 

-_ _. ~- - 
What i s  the function ofthe Division and the Office in which this record series i s  created? 

The R e a l  P rope r ty  Div i s ion  i s  r e s p o n s i b l e  f o r  t h e  r e p r e s e n t a t i o n  of t h e  
S ta te  of Georgia,  and most of  t h e  State A u t h o r i t i e s ,  i n  i t s  and t h e i r  many, 
v a r i e d ,  l eng thy  and q l e x  real property transactions. In carrying out th is  respon- 
s ib i l i ty ,  the Division passes upon the legal sufficiency of the various legal aspects of 
the real property transactions which  inmlve or affect  State agencies, deprtmsnts, 
divisions, Comnissions, boards, bureaus, retirement systems, authorities and other -\of 
State govemwnt. The Division also has responsibility for the negotiation, preparation 
and inplemntation of a nyriad of legal d o c w n t s  including contracts, deeds, easerrwts: 
licenses, leases and rental  agreerents. Real property is unique - there are 110 two tracts 
or parcels that are exactly alike. Therefore, each real property transaction is unique. 
In  that the State a d  the Authorities, over the comse of years, do so m y  different 
"things" with we sams tract or parcel of land (e.g., contract for and buy the property, 
(see contmuation on attached paq e) 

I REAL PROPERTY D I V I S I O N  STATE REAL PROPERTY TRANSACTIONS 
i. Division and Office Function 

- ~ __ ~~ - 
1. Record Series Description 

Documents relating to: each redl Property tranSXtiOn. 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Included are: letters, mranda, notes, rimes, addresses, . telephone nmbers, planning, 
research, strategy, drafts, and a variety of instruments, plats,  mps, etc., of 
varied descriptions. 

File is arranged: to  accorrerodate the transaction - varies w i t h  each transaction. 
i- t 

-- .. _I 
1. Monthly Reference Rate How often are records referred to whichare: 

One to six months old 60 ; Seven to twelve months old 40 ,; Thirteen to twenty-four months old ~ 30 -; 

- twenty-five ~ ~~~ ~~ months ~~~~~~~~~~ and o l d e r - 1 8 7  ~ - 
3. Annual R a p  of Accumulation of Records 

Letter-size drawers ; Legalke drawers ;Shelves ;Other (spedfy) 35 Per V e  
Ou.43. - t -:. . - - . . - \ -  ._ _ _  . .~ ~ _ _  .\ .. .\ z - A  - b. --* 

R--50-77; R e v 3 6  -: . (over) 
'c 



r 
~ - .~ 

~~ ~~ ~~ ~ ~~ ~~ 

c 
-- 

- -  ~~ 10. Questionnaire ( P t k a n  ?X'' in~the proper column) - * ~ -~ 

f 
a. Is  this the official copy of the series? 

If not. where is  it? - ~ 

b. Does the series contain cotfidential information requiring security handling? If yes, cite law or regulation. 

c. I s  this a vital record? ~~ 

e. When one or two documents in the file make it necessary to keep'& entire f i le for a long period, could these 

~ 
~~ ___. 

0 
' 

~- - -~ .- . -~ __ ~~ 

-d. Does ~.~ this series have historical~or.long term*research value?- ~ ~_:_ ~ ~~ 

documents be scheduled seDaratelv?-_ 
L - l s  thaioformatiQn~inedin_thiLseriesever~nublishedZ . IfyeLamch_mr?y,- ~ ~~ . . ~ ~ .  ~ . ~ 

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplicatipn of this series in your ofkce, or in another office or agency? 

i. I s  this series ,!or a mtv brpartiond ithgululymimfilmed? .~ 

G -  DWS t he recor-mult in a cowu t  er orlotout? 

.If~YeLafWh m w -  
, 

~ -~ If yes, wLme?-~ - __ --. - ~~~~ = ~~ - ~ ~ ____.__ 

- ~__~_____ ~ 

- 
The following requires the series to be kept: *t 1. Retention Requirements 

a. State Law years. 
b. Statute of limitation years. 
c. Federal law years. 

d. Audit period years. 
e. Administrative need 
f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

See answer to 6 above. (a*&& SAC-=+,) 

~~ 
~ ~~ ~ _ _ ~ _  ~ ~-___ 

12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
6 Calendar Year; '0 Fiscal Year; 0 Other .. . . __-.--then, 

%Hold in the curcent f i les area -6--month(s) -_ year(s); then 
XTransfer to log1 holding area; hold ---year(s); then 
0 Transfer to State Records Center; hold yearb); then . 
0 Destroy. 
Is Transfer to State Archives for permanent retention. 
0 Other (Specify) 1 -  ~ 

These instructions apply to a l l  prior and future accumulations of the series. 

Date -~ 

%commendations in para- 
Iraph 12,are approved. 
'If disapproved, attach letter 
,f explanation.) 



6. Division and Office Function (Continued) later negotiate for the installation 
thereon of u t i l i t i e s ,  later build a building on the property, later lease the 
building, later l i t iga te  the lease and still later sell the proprty) the 5 "Ws" 
transaction and the Division f i les  are accordingly documnted. 
as i r p r t a n t  ''why" s m t h i n g  was done as 'what" was done. 
be permmenfly preserved i n  the Division f i l e s  and later called upon for further 
study and evaluation when the next transaction is planned, prepaxed and 
implemented. 

inplenwt a future red property transaction. 
must be permanently preserved and available on quick recall and retrieval. 

(who, what, when, where and why) are very important i n  every real property 
It i s  j u s t  

All of th is  must 

Withou accurately knowing what was done i n  the past and why it 

The data i n  the Division files 
is risky and dangem' is to give advice on a present transaction o r  to plan and 



IXSTRUCTIONS: b e  Publicativ 'No. 76-.. PM-! for instructions on completing this form. Forward signed, original to 
C?partmenr of Archives and Hisrory, Records rvlanagement Division, 330 Capitol Avenua, Atlanta, Georgia, 30334, 
A:xntion: Scheduling Section. 

i 

1. Agency Address Re\al Property Divlsior FSR R~COROSMANAGEMENT USE 
State Law Department - DIVISION VI 'Appllcatlon Number 
132 State Judicial Building 
40 Capitol Square, S. W. - 

Atlanta, Georgia 30334 

I 

FOR AGENCY USE 

A x , l a z : t ~ ?  3ate 

73-w\-4 -. tA3ril 19. 1982 
O ~ ~ - ? C R I V W I  - - ~ 

--- -A7-.---- - 

Date Complec& 

MAY 7 3Ei [WAY 1 9 1982''* 
1v- 

-- ~ ~ . - -  --.-- ~ 

Working Title Telephone Number ' 

Fran Goldin 656-3381 -- - ~ ____ Division Head Secretary -- - _______ 
3. Action Requested . .  a. 

b. 
Establish Retention Schedule; record will continue to accumulate. 

0 Dispose of present accumulati4; no further accumulation anticipated. 

Amend Ao lication No. m-ulu-- Check One: WChanqe; @fSu*perc!de; 0 Void 
II 

&i*f@t Records Saries Title lfollowed by title used in office; if different} 

PROPERTY DIVISION STATE 'REAL PROPERTY TRANSACTIONS ' -- -- -1_---1_ 

5zr i  3st 

What i s  the function of the Division and the Office in which this record series i s  created? 
The Real Property Division is responsible for the representation of the State 
of Georgia, and most of the State Authorities, in its and their many, varied, 
lengthy and complex real property transactions. In carrying out this respon- 
sibility, the Division passes upon the legal sufficiency of the various legal 
aspcts of the real property transactions which involve or affect State agencie 
departments, divisions, commi,ssions, boards, bureaus, retirement systems, authc 
ities and other arms of State government. The Division also has responsibilitl 
for the negotiation, preparation and implementation of a myriad of legal docu- 
Tnents including contracts, deeds, easements, licenses, leases and rental agree- 
aents. Real property is unique - there are no two tracts or parcels that are 
exactly alike. Therefore, each real property transaction is unique. In that 

iC-:r,e State and the Authorities, over the course of years, do so many different 

sheet) 
each real property transaction. d 2 - a ~ + n : s  relating to: 

- - 8  . - - ? c q a r e .  letters, memoranda, notes, names, addresses, telephone numbers, 
planning, research, strategy, drafts, and a variety of instruments, plats, 
rnaps, etc. of varied descriptions. 

i ' 3  1 5  :r-anged: to accommodate the transaction - varies with each transaction. 
- --I--__- 

______ __ __ 
8 :;tontnly Reference Rate 

O l e  to SIX ronths old 60 -; Seven to twelve monthsold A_; Thirteen to twenty-four months old d o - :  
HOW often are records referred to which are: 

months ____ and older 1 8 - ?  ~ ---1---- *-,After the initial --- 1Qear I_____ (1964-1979L>jorage_- 
(see attached sheet) of Accumulation of Remrds "1. 

LsTiv j tze dr~wers -.-.-,--; Legdl-:ire drav&rs - ; Shelves -;Other /specify) ~ % b Q h e S - p C - - & ? . f  
1. t. 



..-.? 

a. I s  this the official copy of the series? 

G. Does the series contain confidential informaTion requiri-g security handling? I f  y%, cite taw 3r rqulation. 
IF  no(, wher? is.jLL .ll I_ 

. 

I 2. ?"hen one or two documenis in the file make it necessarj to h e p  ;he entirz f l ie  for a long period. could the= 

3 I s  the information contained in this series ever analyzed and/or recorded in a sumnarizsd report? 

r;. I s  there a duplication of this series in your office, or in a-otber oEace or a;ancy> 
---- - es. attach-Goov. I__ 

.* 
1 x 1 ,  !!v 

- i  

a. State Law -years. d. Audit period years. 
5. % 3 t ~ 1 i ?  of limitation years. e .  Administrative need permanenaA- . 
c. Fxkra l  law years. f. Fedsral rerention instruc:ions years. . 

A t r x ?  cooy or excert of laws or regulations. Explain administrati-,e need. * 

See answer to 6 above 

.- _I_:_IIII-c-I-pI-- . -  - -______ 
12. A?oro.,?a Disposition Instructions This agency recommends ;ha; the fils jeriss be cut o f f  a! the end of zach: 

W Calendar Year; C F' jcz i  Yczr; Z Ot3er __II _.then, 
. .  

_,I 

- :: F z . 2  i> :!-e ctirrent files area 6 - - m o n t h ( s )  -__- y+x(sl; thzn 
X Trs-rier to local holding area; hold U k - y e a r l s ) ;  then 
L Tr2nsi.r to State Records Center; hold 

X - - : Y ; ~ + :  :3 %at'? Archives for permanent retsntim. 

year(4: t h m  - 
-=<-..-.; - - .,...,-,. 

- .- - - :I  ,s,>ac;fy) 

111 drappr3 ~i.4. attach letter 

Remmrnerdationr in  para- 
yaph 12 i * D  aooroved. 

of exp lawi9n  I 



L . .  
t APPLJCATION FOR RECORDS RETENTION SCHEDULE 

# 

L 

,i 

f .  Cont 'd.  

srDserty , later negotiate f o r  the installatiod thereon of utilities , 
lzzer build a building on the property, later lease the building, 
L z z e r  litigate the lease and still later sell the property) the 5 "Ws" 

1 I '  

I .  .: 
h . r ~ ,  what, when, where and why) are very important in every real property 

;IS% as important of "why" something was done as "what" was done. All of '. 
L-3, --,--,saction and the Division files are accordingly documented. It is 

- - - *  -:.1: - zmst be permanently preserved in the Division files and later called 
.. -?sz - f o r  further study and evaluation when the next transaction is planned, 
Srs3qred and implemented. Without accurately knowing what was done in the 
?-a- and why it is ris y and dangerous to give advice on a present trans- 
a c t i o n  or to plan and mplement a future real property transaction. The 
I a t a  in the Division files must be permanently preserved and available on 

!! - > - &  

C. .  ,>icX recall and retrieval. 

2 .  Cont'd. 

i n  Z.rcl?ives, only transactions which are three years old will be stored in 
- . -+ -vss .  : *-'i In 1983 the 1980 transactions will be stored in Archives. 

I 



_- -ŷ I._-~_.-u------ --___. 

OFFICE OF SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES 6 HISTORY 

2 UenCY Application No. 

3. AGENCY. D l w o n .  SubdfvMon h 

Law Department 
Divis ion V I  - Real Property Robert H. She l l  
J u d i c i a l  Building 

'* ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 0 RECORD WILL CONTINUE TO ACqUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; a NO FURTHER ACCUMULATION ANTICIPATED. 

8. Earliest 81 Latest Dates of Series 9. Exact Series Title 1- * 4' s&.Ix&g.  
1967 t o  da te  

LO. What is the function of the office in which this record series is created 
Passes upon the l ega l  suf f ic iency  of var ied aspects  of r e a l  property trans-.  
ac t ions  involving a l l  State  agencies, excluding only acquis i t ions  by the  
State  Department of Transportation fo r  publ ic  road, street and highway 
r ights-of  -way. 

eea l  property transac- 

11. This file contains the following documents (include form numbers and titles, if any, znd file arrangement): 
r .,---- -.  - 3 -  

Documents r e l a t i n g  t o  R e a l  Property Transactions. 

Included are: Warranty Deeds, Quitclaim Deeds, Trustee 's  Deeds, A h ' s  & EX'S 
Deeds, Fee Simple Deeds, Limited Warranty Deeds, Easements, 
Revocable License Agreements, Rental Agreements, Leases, U t i l i t y  
Permits, Various Types of Assignments, Resolutions, By-Laws,.' 

Options t o  Lease, Options t o  Purchase, Appraisals, Deeds t o  
Secure Debt, Loan C d t t m e n t s ,  Aff idavi t s ,  Pleadings, Orders 
and E t c .  

P l a t s  of Survey, T i t l e  C e r t i f i c a t e s ,  Surveyor C e r t i f i c a t e s ,  6 

1 

f- I 

The f i l e  is  arranged by loca t ion  of property. 

I ATTACH SAMPLES OF THE FILE I 
ANNUAL RATE OF ACCUMULATION 

tter-sire File Drawers 

- -  
This Last Preceding All Prior 

Year's Year's Year's Year's 
c 

10 5 3 AVERAGE DAILY REFERENCES 20 



* 
Y E m N b  QUESTlONNAlRE Place an “x” in the proper column. If answer Is “YES,” please explain . .  

13. Is this the Record Copy of the series? Some i n s t a n c e s  yes  o t h e r  i n s t ances  no. 

14. Is there a duplication of this series in another office or agency? Some ins t ances  yes other 

’ .  Ixl 

kl 
I ,i 

i n s t a n c e s  no. 
15. Is the information contained in  this series ever sumdarized or published? Attach copy of sumhary or publication. [ 3 

16. Does the series contain classified information requiring security handling? 

17. Does the series initiate, amend or terminate agency policies and procedures? 

[ I  

[ I  

d i f f i c u l t  i f  n o t  impossible. 
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data s input to an EDP file? 

!1. Does the record series contain documentation produced as EDP printout? 

!2. Has the Federal Government issued instructions governing retentionldisposition of these files? 

3 

18. Could the function be performed if the files were lost or destroyed?But would be extremely cx 1 

[ I  

[ I  

[ I  

[ I  

!3. Will  there be a need for these records 10, 15 years from now? If yes, what? 
prope r ty  t r a n s a c t i o n s  involv ing  the same real property. 

!4. REQUIREMENTS. The following requires the files to be kept J.!?.~.X!e-Et$k’ars: 

For f u t u r e  r ea  Ex 1 

a. [ ] STATE b. [ ] STATUTE OF c. [ 3 AUDIT d. [ ] FEDERAL e. [ X I  ADMINISTRATIVE f. [ ] HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute, ‘or other reason for the retention requirement) 

[ I  

p c l  

I X I  

LX1 

[ I  

[XI 

LXI 

P I  

[ I  

!5. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ ] CALENDAR YEAR -[ ] FISCAL YEAR -PI Other then: 

[ ] Hold in the current files area month(s)/ __-- 2 year(s): 
[ 3 Transfer to [ 3 State Records Center [ ] Local Holding Area; hold year(s): 
[ ] Destroy. 
[ ] Transfer to State Archives for permanent retention; 
[ 3 Destroy immediately after cut-off. 
[X I  Other: (Specify) Fi les  are used c o n s t a n t l y  and should be i n  permanent ( i n  and ou . . .  

storage nea r  the area ’of u se  s o - t h a t ,  the same are e a s f l y  and qu ick iy  
retrievable by s taff  personnel .  ‘Hold i n  c u r r e n t  f i l e s  area i n d e f i n i t e l y .  

(Indicate briefly rationale for recommendations abovelor write additional remarks): 

26. Recommendations 

25 are: 


